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28 April 1980

OGC Has Reviewed

MEMORANDUM FOR: All CRD Personnel

FROM
Chief, Classification Review Division

SUVBJECT ¢ Manuscript Review

1. CRD recently reviewed a particularly troublesome manuscript submitted
by a former employee. Several days of meetings ensued, during which the recom-
mendacions made concerning the manuscript by the Agency components involved were
examined in exhaustive detall, reconciled where feasible, and in many instances
abandoned. Representatives of tha 0GC {which had requested this decidedly unusual
procedure), the DO, and the Agency Publications Review Board (PRB) participated
in these sessions, as did the CRD reviewer (on behalf of the DA). (V)

2. This case was complicated by a lawsuit which the manuscript's author
had previously filed to enjoin the Agency from "censoring" his book. Only after
the Supreme Court decided the Snepp case in the Agency's favor did this author
submit his own manuscript for review--preparing at the same time to present legal
challenges to any and all duvletions or revisions the Agency might demand. Hence
OCC's participation in this partlcular review exercise. ()

3. 0GC takes the position that revision of manuscripts submitted {or review
should be confined to material which is demonstrably classified or classifiable
under Exccutive Order 12065 and/or such legislation as the Atomic Enargy Act of
1954. The National Security Act of 1947 and the CIA Act of 1949 exempt the Agency
from making certain disclosures but, according tc OGC, these exempticns are not
applicable to information from former Agency employees. The categories of infor-
mation defined in the two Acts were, in general ternms, "grandfathered" into E.O.
12065 under Section 1-301(c) -- "i{ntelligence activities, sources or methods" --
and are covered in considerable detail under the corresponding portion (paragraph

9¢) of our own epecific classlification eriteria _ Agency Information
Security Program Handbook). (U)

4. However, such criteria do not in themselves validate the clagsification
ot information. We must also determine whether there exists a reasonable expec-
tation of "at least {dentifiable damage to the national security" (i.e., per E.O.
12065, to the '"defense and foreign relations of the United States") if the infor-
mation 1s disclosed. No identifiable damage, no classification or claseificability,
The Order (Section 1-303) and Handbook (paragraph 5c) make a presumption of such
damage as regards disclosure of "foreign government information” (which includes
liaison information and 1s further defined in I c2r2eraph 9b) or of "the
identity of a confidential foreign source" (interpretable as including, for example,
a liaison service byt usually meaning an individual, "warm body" source of HUMINT).
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5. According to 0GC, the above presumptions can be invalidated by a showing
that the information at lgsue ig already In the public domain or even, perhaps,
that the foreign government or other "confidential source" will not be affected
by its disclosure. Here the "burden of proof" would seem to be on the author to
make the case against any "identifiable damage"”, but once litigation has begun
#lmost anything can happen. (U)

6. In the Marchetti case of some years back, the Agency wau upheld Ly the
trial court and Marchetti's book was published with blank spaces representing
the deletions CIA had demanded. Marchetti appealed, however, and the appeals
tribunal restored & number of the originally deleted items -- whereupon Marchetti
published a new edition with those items printed in bold-face typea., They were
thus called emphatically to the reader's attention, making the situation worse
from the Agency's standpoint than 1f those items had not been deleted in the
first place. (U)

7. When a manuscript becomes an actual (or even potential) matter for
litigation, authors can and will wrangle over every paragraph and senteuce,
¢ven over individual words and phrases. 1t does the Agency little good, and
indeed some harm in terms of wasted time and effort, to mark whole chapters
and pages for deletion as did some of the reviewers (not CRD'e) who processad
the manuscript cited in the first paragraph above. Only rarely can the dele-
tion of an entire paragraph be justified {n terms of proving to a court of law
that all of that paragraph's content is classifiable. Similarly, general
dratements about the classified nature of material in 2 manuscript are useful
only to the extent that they may tell some other reviewing unit what to look
for. That unit wmust then make the actual deletivns (or other recommendations
for removal of classified material) which the PRE can present to the author. (U)

25X1A 8. Az noted (sce attachment to this memo), the PRB has only 30
days from the date a manuscript comes in to return it to {ts author with all
required revisions indicated. 1t is best, therefore, for the initial manuscript
reviewers to do as complete a Job as pousible. CRD has the rvesponsibility to
review "for the DA with the exception of the Office of Security' and 1s thus
(vith this one exception) the final as well as the initial reviewing component
for the DA. Porenthetically, the DO works differently., A manuscript may he
sent to several Area Diviasions, Staffs, etc. before DO/IMS conducts the final
DO review based on the recommuendations of other units. Of course, in our review
ve can and do call to the attention of other Agerncy components waterial which
appears to be of interest to them. (U)

9. Unlike CRD's baslc aystematic review function, manuscript review s
assentially & sanitization procedure which scmewhat resemblee our routine
processing of Foreign Rclatlons of the United States (FRUS) submissions from
the State Department and the occagional Freedom of Information Act (FOIA)
ciiges assigned to us. It differs from these, however, in that what appears
in an employee’s or ex-employee's unofficially published work does not
censtitute an official Agency disclosure. Agency approval for publicaticn in
no way endorses or valldates the published msterial. (See paragraph 2b(9) of

25X1A I 21:though suthors are not, of course, required to use the disclaimer
which this provision of the regulation "encourages.") (U)

-
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10. Accounts of positive intelligence, Cl or CA operations as well as of
other Agency activities in which employees or former employees were involved,
or learned about during their Agency careers, frequently do contain classified
or classifiable information even when the authors make some effort on their own
to disguise or obfuscate the true facts, Even when manuscripts are hilled as
fiction the authors often fail, in our judgment, to conceal actual circumstances
adequately. This can lead to identification of real intelligence sources and
methods, or expose sensitive lialson relationships, It was Willism Colby's
disclosures in his book Honorable Men (which was presented as fact) that led
to —and the establishment of the present manuscript review procedures.

The review of Honorable Men under the system tormerly in effect failed to provide
for adequate sanitizstion. (U)

11. Most ostensibly fictional works presented for review are cast lo the
traditional "spy story'' mold pioneerad by such authors as E. Phillips Oppenheim,
Somerset Maugham (who once served as a British intelligence officer), Graham
Greene, and numerous more recent exponents of the genre like Howard Hunt and
even William F. Buckley. The degree to which Agency authors, whether present
or former employees, preserve security by disguising actual people, places,
and events in their stories obviously varles widely. In dealing with fictional
works the reviewer must try to asscss the extent to which the author's actual
experience may be mirrored in the stories he tells. The reviewer must assume
that authors will be identified in the book's jacket blurb or otherwise as "CIA
operatives” or the like. Some detalls of their careers may also be published.
Any such identification will clearly enhance an author's credibility and make
the work seem authentic 1if not official and authoritative, requiring closer
screening by us. If necessary, the reviewer can obtain information about the
author's career in the Agency. (U) '

12. Non-fiction about the Agency by former employees is normally published
with mention of the author's C!A connectlon. HMost manuscripts in this category
are blographical -~ usually autoblographical. Authors are discussing thelr own
careers and grinding their own particular axes (some authors of fiction do this
also, to be sure). Again it would prove useful to reviewers of non-fiction to
be aware not only of the basic facts about the authors' careers but also, in the
case of former employees, of thelr cover gituation on leaving the Agency and what
they were permitted to put in the unclassified job resumes and other material
prepared for each departing employee. Review actions {lltered through such hasic
information should be more reallistic and supportable, thus providing a more pro-
fessional review posicion. (1)

13. It clearly makes no sense to demand the deletion from manuscripts of
information the authors have been allowed to disclose, or which has been disclosed
on their behalf by the Agency Iitself (a.g., by the retircment elements of the
Office of Personnel). Certain proposed revisions to the manuscript discussad in
paragraph 1 above were prevented by such disclosures in that author's particular
cage. The nature of some of the work this author did overseas, moreover, had
been disclosed by an earlier author who was also a former Agency employee. The

fact that these data were already 1n the public domain prevented other proposed
deletions from the subject manuscript. (U)
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14. 1In the interests of saving time and etfort, glving the PKB the best
possible DA reviews of manuscripts, and thus generally ensuring maintenance of
the same high standards in this area of our assigned responsibilities as in
others, CRD's manuscript reviewers should:

a. Read through each manuacript at least once before marking anything
in it for revision, to see what the author {s about and to avoid messing
up the manuscript only to find that a seeminzly necessary deletion on page
27 1s invalidated by material on page 532 (or cven in an appendix, etc.).
1t ia, of courBe, desirable to paperclip pages containing aay spparently
classified or classifiable items spotted during this initial reading, or
to take wmeparate notes thereon during the process.

b. Go through the manuscript again and mark on it the items which meet
classification criteria (paragraphs 4-6 above). This will not normally
involve whole pages or even paragrapha (though there will be occasional
exceptions to this general principle). Rather, only those sentences, phrases
or words which constitute the actusl basis for classification should be
marked. If -~ as will often happen -- this results in portions of the manu-
script looking like the proverbial "Swiss cheese,” so be it. It is up to
the author to determine whether to "edit around" Agency-required deletions
or to publish a text full of holes, a la Marchecti., (NOTE: It is best to
mark such items with a 'yellow highlighter" which will not reproduce on
copying machines. Errors made during the marking process can then easily
he corrected: simply copy the relevant pages, wake the corrections and
substitute correct for incorrect pages. Manuscripts so marked look much
"cleaner" than 18 the case when bracketing or underlining is used. To make
bulky manuscripts or those requiring a great deal of marking-up easler to
handle, they may be put Into loose-leaf binders while being reviewed.
Although this may involve a little extra work to punch the pages (they are
sometimes already punched), it facilitates page~flipping and avoids making
CRD look sloppy -- as we sometimes do when what goes back to PRB (ur even
to the author) is tattered or dog-eared. 1t is also useful to number the
lines of text on manuscript pages marked for two or more revisions, which
can then be easily identified when the review results are written up.)

‘¢. Read the manuscript once more, for quality controel. Make sure there
is a valid classification basis for each deletion or other revislion indicated.
Such rechecking will also often pick up items missed earlier, or show that

some previously marked rcvisions are actually unnecesaary or should be
amended. :

d. Finally, write up the review results. Fach deletion should be speci-
fically identified. When several fall within a clearly definable and clas-
sifiasble area (e.g., "informatlon which could identify a covert agent” or
the like), they may all be grouped under a statement to that effect. Do not,
however, use such overly broad statements as "i{ntelligence sources/methods/
activities" without specifying how the item selected for deletion relates
substantively to the E.0. 12065 classification category. Host of the items
we mark for deletion will be selected on the basia of intelligence sources,
methods and activitiea for one reason or another; merely to "parrot" the
classification category will convey nc useful information to the PRB. It

—lym
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should also be kept In wind that one type of classifiable data often found

in manuscripts -- llaison relatlonships and activities -~ fits better

under the "foreign government information" provigion of E,Q0. 12065 (Section
1-301b) than under the "...sources, methods..." Frovision (1-30lc). The
latter 18 sometimes over-used to cover anything and everything, when one of
the others could more fittingly be cited in many Iinstances. The "ident{fiable
damage' criterion applies to oll claseification categories ~- sece paragraph &4
above. No deletion should be identified unless the reviewer can ''reaso.ably
expect" identifiable damage to occur if the manuscript 1s published with the

original text unchanged. (U)

15. When revliewing manuscripts written by former Agency employees:

Release: Mention of the e¢xlstence of Agency Stations in countriea where

the author was assigned PCS under official or no cover. When personnel who served

overseas under official cover ere separated from the Agency in overt statuas,

"opened up" as the phrase goes, it is clearly impractical to try to conceal the

fact that they worked at Agency Stations during perlods when they were on official

tours of duty abroad. 1t is, of course, easential to ascertaln whether the author's

career was '"opened up" upun separation from the Agency.

Delete: The identity of Stations where the author served only TDY o
which he served or under non-officlal cover. Also delete information

which fdentifies other Agency personnel serving at any Station, together with

r at

details of specific operations or other activities at any Station and data on sany

Station functions, organizatior, numbers of personnel, facilities, methods of

operating, etc,

Release: The mention of lleadquarters organizational units at or above

the Office level (Division level, in the.DO) and also below that level when

generic designations are used (e.g., "the— which does not accurately
name an actual component so designated but marely relfers to a unit function).

"

Delete:

An actual cney

Release: The names of other present or former Agency personnel who

authored previous publications and whose Agency connections were thereby disclosed.

have

(NOTE: PRB is preparing a macline-records listing of such authors, the titles of

thelr manuscript submissions” and publications, and other data to serve as a
"reference shelf" for future use by manuscript reviewers,)

Release: The name and location of the Agency's

facility.wﬂfhia was among the diuclosures Marchetti was u!t!mataly n!!owe! to pub-

lish and therefore camnot be deloted from the manuscripts of other authors.
in mind that the Marchetti incident docs not congtitute authorized executive
disclosure; we continue to deny information about

and we do not declassify such Informition when encoUncere
classification review. (C)

during systematic
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16. Meny if pot most of the above "do's and don'ts," along with a nusber of
others, are already familiar in general terms to CRD revicwers. They sre included
primarily becsuse they concern issues which arose during the final review sassiona
or: the manuscript cited in paragraph 1, and may help to sharpen othar reviewer's -
perceptions as they did those of the CRDer who took part in that raviep. (U)

25X1A

Attachment: Package under routing shaet entitled “Procedures for Submissicon of
Manuscripts to the Publicatiocms Review Board (PEB)," encloaing memo-~
randum (same title) from Exscutive Sacratary of the PRY,

(cited above -- emphaeis supslied) and Tabs A, B and C (explained
in PBB/Exec's memo.)

25X1A

6= ‘_
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25 September 1980

MEMORANDUM FOR:
ITB/RMD/OIS

VIA: —
C/INIEL/CRD/OIS

SUBJECT: Request for a Printout from the DARE System (U)

1. We have a request for a printout from thc DARE System of all the
0SS entries which are entered under Job #79-00332A. It is requested that
the run be made on the basis of characters 9 through 25 of the Document
Identification Number section of the 0SS 4023A form. Thus the printout will
list entries by alphabetical and numerical order according to their 'Unit,"
"Branch," "Category," '"File Number," and "Folder or Document Number.'
See the attached copy of an 0SS 4023A form for an example of the elements
"b'" through "f" of the Document Identification Number section which are to
be used. Include full Subject Titles in the printout. (C)

2. Plecase deliver one copy of the priﬁtout to: 25X1A
IMS Room 1 D 27 in Headquarters, Ext. 6865, Please deliver the
second copy to C/CRD/OPS, 211 Key Bldg., Ext. 2777. (C)

3. Note that during the early stage of input to Job #79-00332A, some
errors were made by using zeroes for the letter "0" and vice versa. Only
the letter "O'" should appear in character positions 9 through 17, i.e.,
for "Unit," '"Branch," and "Category,' and only zeroes in character
positions 18 through 25, i.e., for '"File Number,'" and '"Folder or Document
Number." Some of these errors were corrected but it is possible that not
all of them were. If that is the case, would you also correct that situa-
tion before making the printout requested above. )

25X1A

Attachment: As Stated

Distribution: 1 y DERIVATIVE CL8Y _ (), 3«?0_3_
Original - Addressee w/att LI DECL LFREVW ON -
1 - CRD/ Intel A DECLIFREVW O

SN RN i DERIVED FROM
o'\iéé'fﬁor Releasﬁhn)ﬁbﬂIoﬁ%ﬁiﬁbﬁﬁkéooneRooozoqo)zoog'gﬂg e <




LLEGIB

Approved For Release 2002/01/08 : CIA-RDP85B00236R000200020004-7

Next 3 Page(s) In Document Exempt

Approved For Release 2002/01/08 : CIA-RDP85B00236R000200020004-7



» Approved For Refease 2002/01/08 : CIA-RDP85B00236@900200020004-7
(1 Clas=ification:
The author ity and need te classiiv o oaterial s . _7«{"_
ruar;;;_rﬁ?fi:i_ﬂp"Tﬁjﬁff;;_thml,i;;mf recnrd o cvstem starddpoint. H°"’ ‘Lgk“‘a o
{ie concept of tracking every classificd dovtgont io ,s”a- aThot
wpractical, ;?:5‘“7 *! » ".';':,s%
- ‘4 7
e SB.
{27 Declassification: RMDIR
. - _ . po be
'he peopie with the autherity 1o declnssify documents A_F;M
not tnder their direct control is 4 linited maber and will ) ﬂuﬂ;"‘%
detfined, J;s E—T
d o
P A“-[ g But anyone who classifies a document may also -_— 0.3 .
7 7 declassify that document. This make. the concent of Lﬂb“’

centralized system of recording and trackine cverv de- {.
C1assitied document impractical, Mot in view = ¢ , 1
..... 2 ~ LRl § M dcn'm fo g0 boe fer inko ﬂt LR

LA Gurrent Systems for recordine do-Tassiticd or released ﬂ/
documencs

There are several svstems in the Avency used to
Fecord data about declassified and/or released informatiorn.

ALl of these current svatems were designed and built
fo Dt a specific purpose and will not independently support
an Agency-wide recuirement withowr o miior redesipn and
dovelopment offort,

S0 (attachment)

i+ Official release of intormation:

ILLEGIB

There are wany (approximately 15) offices or individ-
uitls 1 the Apency who officially have authority to release
information to the public. This adds complexity to the
problem of identifying and recording the releases.

(o) Destruction of sanitized document -

Documents which are sanitized and released to the public
are eomsidered temporarv records and are destroyoed at the end
ot five vears,

N

4

Recomiendation:

, . The samitized version should be stored with and treated
Wwf las ay extension of the crigina? documert and subjected to
2 gthe records schodule of that document. This would greatly
p W¥Tlreduce the possinvility ot different sinitized versiors of
he same dociment being veleased to the mihlic.
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, - A4

Previous arrempts to wdentity the type of automated system needed
to nccomplisn this obicctive have {ailed and with pood reason. Before
Voo cmn onake these types of determinations you must first understand
the game, identify the plavers and establish clear und precise rules.
iiis has pover been Jdone.

OFTTONS:
In considering an watowatad svsten to hep solve this problem
there appeass to he oniy tour Tocical options

LOPTION 1)
Continuation of the current efforts. We rely very heavily on

expevience, human memory, manual scarches of files and the present

automated systems (see attachrent). This optien is obviously

not fullilling cur neads to the extent we desire. It is expensive in

terms of manpowe s and inadeqguate {or tracking previous releases of

declaswified mateviol.

There 1s no Ageoncy standard for manual or automated systems of
recordung and retriceving infermotion on this subject. The components
who have developed systoms, both manual and automated, have tailored
then for their own nuse.  The svetoms ave incorpatible in both the
mformation cotlected and the form in wiiich it is stored.

(20N )

Modity one of the existing automated <ystems to accept the type and
volune of information required to meet the Agency's needs for recording
and retrieving this data. This option is addressing the automated systems
which are being usced currently (see ittachment).

The concept is possible, but the desirability of doing this is very
gquestionable and ruises many dif{icnlt issues.

(1) Which system?  The current systems were not intended
to collect the tyme or volume of data which is needed when
sddressing the problem of Agency-wide release of declassified
informition.  The software and possibly hardware modifications
needed to accommdate this uew requirenent would be more costly
than the original system design and development charges. The
original purpose of this system must also be preserved to insure
that it c¢an he used to cervice the cripinal requirement.

(2) Staffing and Budget. The new requirement, on one of
the existing system: , if maintained and operated in its current
compontnt, would require incrveasing their staffing level. The
responsibility of an Agency wide system would mean developing
procedures for users both [ov entering data and retrieving in-
formation (rom the system,

Approved For Release 2002/01/08 : CIA-RDP85B00236R000200020004-7
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(3) Agercv-wide focus.  The compor.ent and svstom chosen
would nead to function in an environment tree of componuant-
sriented ideas and influences. This could cause friction and
wiiste,

(A Cost. The cost of 4 systems <tudy and modifications
which would be neceisarv would probiably be as cestly as developing
donew syston fsee OPTTON (4) 08T,

RN 3o

build a sofiware link or interface to join the existing automated
systems and allow a single request for information on any one system
to automatically query all of the systems.  This is the impossible
dream.  One reason for such a link never beconiing @ reality is first
and foremost the cost. Buildineg and miintaining the interface would
he costly in torms ol software and hardware. A second reason is the
understandable desirahility on the nart of the DNO to restrict access
1o their automated systems. A third is that all of the existing
srsiens @re not on-line which weans an automatic access would be
carrent v impossible.

(TTON ;11,.).,:_

Povelop a new system specivicaily designed to capture, store, and
retrieve this information.  Centralize the control and management of
this svstem in one componient.,  Lstablishi a clear definition of the types
oi data to be collected and the methods to be used for storing and
retrieving information.

This option will also require the suppert of upper-level Agency
management for a commitment of money and people, as well as Agency -
wiie guidance rogquiring all camponents to provide information to be
stored in the evston.

The cost ot developing such 3 system would depend very much on the
pes of information required to eflectively accomplish the task of
tracking declossitied and released dociments. ixperience tells us that
cvens the simpelest index system will be expensive to develop and maintain.

D vou make the assumption that this option will be built using ODP
walysts and existing facilitics such as the OLP Standard Data Base
nagement Svstems and terminals you can get some idea of what the
irlaring and development might cost. The study would probably take one
sanyear and the development from six months Lo one year which could cost
from 100,000 to 150,000 dollars. The yeariy maintenance costs would
depend onMhe type of system, number of requests, and volume of data
inmvolved.  The preatest initial expense would be in going back and
capturing all of the previously released information and again the cost
s very difficult to cstimate without seme idea of the volume of data
awvoived or the method which would be vesed 1o accomplish the task.
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GO WDATION:
fnorder to he able to recommend cne of the options, management
sl oanswer the followlng questions:

: . dily s

(1) what is the ultimare goal?s . [0 7[1‘» ‘/wcf% :u e

./(,“uuf L Lavho p !
fdéu o ,L¢14d¢¢d b

;PJ{A( W,J,ed M

(3 How mach money, manpower, and time is 15 wor th?

(21 Is it worth dorne? €

Viter these questions have been answered, it we are still interested
in pursuing one of the options, then I would rccommend that you build a
new system, (OPTION 4).

te ‘Wl)

CPTION (1) -
Continuation of current effori{s:

[nadequate and not meeting our current needs

C2S5 .

OPTION (2) -
Modification of an existing antouated system:

Lxperience tells ns that this approach is neither economical
nor sucs esstul .

CETTON (3) - '
Soltwire link:

Not technically feasible at this time and il it were it
would meet the most resistance.

CPTION (4)
Pevelopment of a now antomated system:

Atlow a tresh wibiased Took at an old problem.

The building o7 a vew svstem is more than Just developing hardware
s coftware to handle data.  The most critical decisions, especially
inoosystem such as this one, will be:
‘1) Do we have the complete wnderst amding and concurrence
off tep Agency managemont and of those components which
will he 1ifected by the new system?
£2) 'Who wilt be responsible for the developrment, main-

S hrd
or=
tenance, and datly oocration of the new sys*ton?

Approved For Release 2002/01/08 : CIA-RDP85B00236R000200020004-7
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(o) Estabti=h a cleariv defined obicctive aad determine
what information meit be callrcted to Accomp i ish
that goad.

(11 Choose the most economical syvetem available that
will satisfy vour objective. There are many options
available and hefor~ one can he chesen with (‘onﬁdf*nco
ot st birst have o ovood definition of its PUITIOSC.

o component responcinge for captiming ;n(ﬁn“ﬁt*un about documents
Pt have been decias<ifiod and releassd wnst he morc than a place
where others send paner because that i< the rule. In ovrder to make
~uch a systeni work properly, this component -hould have prior knowledge
ol reteases and the single releasing authority. The releasing authority
would be no more than a signature which indicates that the information
is now part of the system and not authority to evaluate the content of
refeinses or the individual's right to reledase the information.
obarther recommend that an analyet trom the Office of Data Processing
oo assicned to evaluate the nesds and wake an informal recommendation

on thy fepe of nutomired svstem necded to ~tore and retrieve this volume
of information.,

Wmfwméf»é';:

/.J»Ze—n)f% AT A, o Heods To Lo -
20 Moeor 77% fmi‘? 2L real, T@?/z/@{@ﬂ
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SYSTEM DESCRIPTIONS

The three sutomated svstoms descrined helow are probably not the
oty antomated sviotems or files which exi. v in the Agency and contain
~ome intormation about declassified or released documents, but they are
rost certainly the major boldines.

)l\u;

U

The DARE system is used by the Classification Review Division of
the Information Services Staff (CRD/ISS) to document the decisions made
m the systematic review of peirmanent Agency records for declassification.
{CRD plans i the near fulure to stove information on all declassified
pormanent records throughout the Agency as well ac all «lassification
k\t”ﬂwlUH determinat ions requiring U1 anthorvization. The future use
0 the PARE systom s an oon- Tine data bese 15 also being consideved.

The ARED svstem s a batch « );1icatjon written in PLI P”ogramming
Ponguage and 1s processed on IBM 370's in headquarters room GC-03.  The
‘ol tware and data arc ot con patn,lc with the Ul CAL an PICDOC systems.

die DARE svetom s currently limrited to Jdata which has undergone
i,l‘.utiu revion and ALl soon contain ail ipermanent) documents
rovicwed to date.

The data base meets the requivemants of CRD, but even with the
addition of the new data will fall short of recording all declassified
documents.  This data base was not desipned to .'1ddreas toe problem of
teleased documents,  ALA-Zs g AL st A AL o

Ql»/’a—— ‘ﬁuﬁ / ey dsc o
CAL ¢

Fre DECAL svstem s used by the Information and Privacy Division
i *he Information Services Staff {(IPD/18S) to store a brief index of
aocaments of general interest which hove heen declassified or sanitized
and valcased to the public.

e DECAL software programs are run in the GC-93 comhuter center
on the Interim Sate Svsten,  The software is called Acgis and is a
wngue software packace developed and maintained by NFAC/OCK.  The data
in o indexed to allow retrievai by several different search ficlds and
Loy words.

Approved For Release 2002/01/08 : CIA-RDP85B00236R000200020004-7
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The DVCAL diata is Limited and does not contain all declassified
G canitized documents, only those deemed ot pencral interest and, up
unt 11 1977, only documents which were released as o result of mandatory
review were entered into DECAL.  The system currently contiins some
2,500 recerds which is an indicator of ity Timited scope.

fhe svstem, althouch not adequate 1o =olve the problem of recording
11 declas=ified or desanitized docunents released to the public, is
ol iling the curront needs of 1.

The DECAL svstom and the Jlata stored in the system are not com-
patible with "DARE', the other ISS system which is used to store infor-
mation about declassificd documents or PICDOC, the DO data base used for
the swne purposc.

PO

e PIODOC system is used by the DDO to retrieve documents that
fave been previously released in whole or in part under FOIA, PA,
‘ 12065, and ron-disclosure litigations. The data base consists of
three O(x*!ln? Files and is processed leﬂb the NIPS software and is
o on the IBM 370 svstem in headquarters room GC-47. This data base
“f\JtIV has 50,000 records and by the end of FY 80 will contain
200 recerds.

The soltware syscem and the data are not compatible with the DARD
coc DNCAL systoms and although the PICIOC systom serves the purposes of
tihe oY), 1t falls far short or MOLth” the needs of the Agency for tracking
aoi declassitiod and released docdments.,
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4.0 Cogt Analysis
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This section identifies the minimal, highly desiralble, and
desirable raquirements necessary to support the typing workload.
The system configuration (standalone single station, standalone
Clustered stations with shared printer, shared logic system sys-

tem, or central online access) should be described in full
detail,

The Word Processing Requirements Checklist (Attachment A)
may be used to indicate editing, storage, printing, and interface
requirementss Additional requirements and clarification may also
be included,

3.0 Alternative Solutions

It is now possible to determine the suitable technclogy
(nagnetic card, video display, or central services), given the
stated regyuirements and problems. A statement of the above tech-
nologies should describe the apparent shorttalls and prcminent
features in meeting the customer's nceds.

Upon determination of the appropiate technology, Agency
approved equipment can then be evaluated. A statement cf each
system considered should include: order of preference, advantages
and disadvantages, potential in meeting requirements and allevi-
ating problems, expected benefits, and estimated savingse

arp

.The cost analysis when considering word processing equipment
is performed 1in two (2) steps: by determining the annual typing
workload, and by determining the estimated annual personnel and
machine costs The cost analysis is required by GSA legisation

(Bulletin B=36) for the installation of each pilece of word pro-
cessing equipmente.

41 Annual Typing Worklead

An inspection of the current workload is required to
estimate the overall annual typing workloads. Statistics are
gathered for each component's major typing category (see
Section 1.2) and recorded onto the hknnual Typing Werkload

Form (Attachment B). Data may be collected in sevaral ways
including:

ae Interviews - This method should be consid=
ered for small (1 to 3 stations) where the
typists can provide reasonable estimates.

be Ipspéctions - This method should be consid-
ered for small to medium (1 to 5 stations)
where the typists cannot provide reasonable

Approved For Release 2002/01/08 : CIA-RDP85B00236R000200020004-7
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Word Processing Feasibility Study
(Suggested Format)

A S e e s A G S

The introduction describes the background of the regquest and

should address the following items: requesting office, crganiza-
tional components beilng investigated, reason study is being per-
formed, previous studies conducted, and study team members.

1e1 ¥issieons..and QObjeciives

The missions and objectives stated should be related to
word processing activities, A brief description of the
types of documents along with a statement of office policy
relating to the preparation, review, and distribution should
be included,

1.2 Typing Task Descriptions

The typing workload should be grouped into major cate-
gories (correspondence, forms, charts, statistics, reports,
regulations, and etc.) for reporting purposes. 32 detalled
description of each category should be provided and include
the following items: average nunber of pages per document,
average number of retypes per document, reviewing and edit-
ing procedures, timeliness of output, and other unigue char-
acteristics. Sample output coples may be provided for
inspection as necessary for clarification.

B TS D Wy Aoy ] W A s E

This section should describe how the current workload
is being accomplished. The number, type, anl location of
present workstations should also be included. In addition,
the following items: inter and intra office coordination and
communication requirements, special security considerations,
availability and use of "borrowed equipment", and speclal
clerical/typlists skills.

1.4 Problensg

This section should provide precise problem definition
for which the proposed solution is to alleviates The prob~-
lem areas may include: Aincreased and/or new workload,
excessive overtime, backlogs of work, unacceptable quality
of output, poor turnaround time, excessive amount cf retyp-
ing, inability to perform reqguired changes, and expected
reduction in clerical force. Sample documentation may be
provided to illustrate problem areas.

-1 -
Approved For. Release 2002/01/08 : CIA-RDP85B00236R000200020004-7
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F estimates but where an inspection of the
office's chronological files represent a
reasonable accounte

= 4

ce Typing_lLegs - This method should be used
where neither of the above methods are
deemed suitable or where an accurate
accounting is desired. Data samplings may
be collected during a 1 to 2 week period and
projected into a yearly estimate. The Typ~-
ing Log Horksheets (Attachment C) may be
used to record the necessary data for deter-
mining the annual typing workload.

442 Personnel_and _Machipne Gosk

This section is used to project the estimated resource
requirements (personnel and machine) and provides the basis
for justifying word processing equipmnente. A cost analysis
of the current system and each viable alternative solution
should be included for cost comparison purposes, The Word
Processing Cost Analysis Form (Attachment D) may be used to
determine the overall cost effectivenesse. The formulas have
been derived from the National Archives and Records Service
(NARS) handbook and modified for Agency needs. NARS is tha
GSA consultant for all government agencies for the develop=-
ment of procedures for conducting word processiny feasibil~
ity studies,

® ¥ ©®© 9 @

- ] -

@ © e 8 © © 6 é 6 9 & 9
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Word Processing Requirements Checklist

Please indicate the tollowing requirements:

R =~ Reguired D - Desirabla
HD - Highly Desirable - NA - Yot Applicable
(choose one)

(R) (HD) (D) (NA)
1. 2ystem_Configuration

Standalone
Single Station w/printer. terminals

Dual Station w/shared printer, terminals

s " —_——— -

" printers

Online Central Facility. terminals
Other (please specify)

D Sy T M D W e o M S W WP M S

|
[
|
|
I
|
|
Shared Logice. terminals |
|
|
|
|
]
|

i
§
t
i
i
[
§
i
¢
1
!
i
i
i

- s D B D W e A 209 S AW s, sy s oy

|
|
2. Text Editing ;
Rdjustable Margins |
|
1
|
|

v 9 ® © e @ 92 e ¢ @ o

Automatic Centering W

Automatic Footnoting

Automatic Formatting

Automatic Hyphenation

Automatic Outlining |

Automatic Pagination |

Automatic Underlining |

Rutomatic Widow/Orphan Controil ]
|
|
]

&

&

Automatic Word Wraparound

Block Text Copy

Character Insert/Delete

Column Insert/Delete/Nove

) Document Oriented (docs 4 pages or nmore)
Global Search
Global Search with Replace

43

2 ‘Horizontal Scrolling., _____ ~ Chars rer line - _
Line Insert/Delete/Move ——
B Page Oriented (docs 4 pages or less) -

Paragraph Insert/Delete/Nove
Phrase Dictionary

!
|
|
|
|
|
Multiple Headers and Trailers, levels |
|
|
|
|
|
|

3 Recorded Tabsettings

Flush left

FIUSh Riqht raanem - esmemes ¥ oamamow | o o ;e
] Decimal S—

Dot Leadering |
Skip to Given Page |

——— e e
I -

nronwm | st wn | e

wy

Attachment A ) A-1 Attachment ?
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Word Processiny Requirements Checklist

Please indicate thé following requirements:

R - Required P = Dasirable
HD - Highly Desirable . NA = Not Applicable

(choose one)

Iext Editing (cont.)

(R) (HD) (D) (N&)

Skip to Given Text

Vertical Scrolling. pages

Word Insert/Delete

T D o UL G} IR o S 1 ST e B S AR S T 3 S R A i WD 2

|
]
|
|
Other (please spacify) }
|
]
|
|

S N i o €78 . e i it i el S S A VR 2. 0 R D il . A S a— —— —

3. Software Options |

© ¢ @ @ ¢ ¢ 2 © ©

Automatic Glossary Indax
Automatic Table of Contents

Compute fub and Final Totals
Display Scientific Fquation Symbols
Forms Fill-In and Print
Index/Glossary of Stornd Documents |

—eman U g e -—

Yerge Keyboarded Text with Stored Nata o | .

Perform Basic Row/Column Yathematical Operationsl___

Perform Hecords Management Functions |
(file definition, select, and sort) | S

Storae/Retrieve Previously Stored Data

!
i
|
!
|
derge Stored “"boiler plate” Data l |
|
|
|
|

- e

Other (please specify) - -

!

User Prompt Driven | ]
|

]

S e o i D ) - B A S e A S v f— - - - Y A ' —— w—

Dbt S R —

LY - — -~ o~ = ame s e

b 2terage_and_Recording
Single Diskette

Magnetic Card

Hagnetic Tape

VH/CMS ¥ini Disk

Other (please specify)

T S e ST N s s A S gy S N

roa o

|
|
I
|
|
|
" Dual Diskette f
]
|
|
|
|
]

Attachment A A-2
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Word Processing Requirements Checklist
@ Please indicate the following requirements:
_ R - Required D = Desirable
.. ] HD =~ Highly Desirable NA - Not Lpplicable
(choose one)
& (R) (HD) (D) (NA)
| | | ] |
o S« Rrinting | I | | !
| | | I i
Local High Quality. ___ __ carbons | D | |
Background Printing Mode | S D PN
@ Hultiple Character Sets per Pass. ______ sets |___loool___l1____lI
Type Fonts (specify: ____ - I [ l l
e e e e e e e et e e e e A DY DN DUSE D
) Character Pitch (specify: _— o | ! | 1
- e E NIV RSIUERTED [ DUVINY BRVIUSUN DUV PN
Print Queue. ______ documents | | | | !
& Proportional Printing for Flush light Margins b1 | ! !
Variable Spacing for Super and Subscripts N D N
Other (please specify) __________ ___~ ~ i | ] | !
® e - Y R !
- i
_— - — - —_— |
® W ITTTmTTmmmmmmmmmeme _— _— |
; ! | ! | !
o - Interface I bl !
v e | | | ! !
ODP*'s VM/CMS Facility I | | I
O0C's Cable Dissemination System (CDS) | ! | I !
] OL*s Computer Output Microform (COM) | SN D N B
OL's Electronic Text Editing and Composing I | | i
| System (ETECS) — ! | !
2 ODP's Online IBK System 6670 Printer U PRSI DU B
ODP's Online Xerox 974¢) Printer o | | | |
Other (please specify) ___ | | | P
Y T T T I I ! | l
E ——— | [
» —_— I I !
B
»
3
?
2
Attachment A A=3 Attachment A
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Word Processing Requiremernts Checklist

GClocsary of Yerms

ADJUSTABLE MARGINSG - The ablilty to perform margin changes by a
single command, automatically changing line endings without
further intervention.

ARITHMETIC/MATHENATICAL OPCRATIONS - The ability of a werd pro-
cessing system to be usaed as a calculator or adding machinee.
Some systems have the ability to compute sub and final
totals and to perform basic row and column operations.

AUTOMATIC CENTERING - The ability to automatically center a word
or text segment between margins or on some some systems bhet~-
ween tab settings for centering column headings.,

AUTOMATIC FOQOTNOTING - The ability to tie footnotes to appropiate
text segments. If the text Segment 1s moved to another page
or document, the footnote will travel with it,

. AUTOMATIC FORKMATTING - The ability to automatically align data in

a pre~determined format, between left and right margins, or
on tabset boundaries.

AUTOMATIC GLOSSARY INDEX - The ability to ldentify words or
phrases which are to appear as an index along with page num-
bers following the printed docunents. S

AUTOMATIC HYPHENATION - The ability to perform line ending deci-
slons and to insert super imposed breaks in long or compli-
cated words at input time and during doccument format-
ting/reformatting tinmn.

AUTOMATIC OUTLINING - The ability to define up to six (6) levels
of indentation with automatic formatting and numbering of
textual data, -

AUTOMATIC PAGINATION - The abllity to take a multi-page document
and divide it into pages of a specified length (in number of
lines) and to automatically generate page numbers.

AUTOMATIC TABLE of CONTENTS - The ability to identify words or
phrases which are to appear along with page numbers in a
directory breceeding the printed document.

AUTOMATIC UNDERLINING - The ability to indicate the beginning and

ending of an underline by a code, rather than backspacing
and underlining on a character-bhy=-character basis.

Attachment A A=l Attachment &
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Word Processing Requirements Checklist

AUTOMATIC WIDOW/ORPHAN CONTROL = The ability of a word processor
to automatically prevent the first line of a paragraph, or a
title or heading, from printing on the last line of a pagee
The system also prevents a-last line from being the first
line of a new page.

AUTOMATIC WORD WRAPAROUND = The ability of a vord processor to
automatically place a word which does not fit onto the line
being typed onto the next line without the operator having
to depress a “"return® kay.,

BACKGROUND PRINTING =~ The automatic execution of a print function

simultaneous to the keyboarding or editing of another docy-
mente

BLOCK TEXT COpPY -~ The ability to designate a block of text, and
to move 1t within the document or to another documentoe

CHARACTER PITCH - Horizontal character spacing at 19, 12 or 15
characters per inch,

COLUKN INSERT/DELETE/MOVE = The ability to designate a column of
data and to delete, or move that block of text. Additional

columns of data can be inserted into the pre-determined
text.,

DECIKAL ALIGNMENT =~ The ability to align columns of decinmal fig-
ures on the decimal point, e

®? 6 2 © @ ©  © 8 o

DELETE/INSERT/MOVE - The ability to delete, insert and move char-

acters, words, lines, sentences, paragraphs and blccks of
text.

&

&

DOCUHENT ORIENTED SYSTEM - The ability to process a multi-page
document and divide it into pages of a specified length at
printing time, This system is usually suitable for docy-
ments of four (4) pages or more in length.

2

DOT LEADEHING ~ The ability fo £ill unused left or right posi-
D tions with a defined character, usvally a dots This is usu-
ally used for a table of contents.

» DUAL STATION - 2 word processor configuration usually made up of
two keyboards or video displays, two mag card/tape readers
or diskettes, and one printer.,

)
FLUSH LEFT - j term that describes a block of text that has an
v evenly justified left rargine
) _
FLUSH RIGHT - A tern that describes a block of text that has an
evenly justified right margina
B
3
Attachment 3 A-5 Attachment A
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Word Processing Requirements Checklist

FORMS FILL~-IN and PRINT - The ability to record data onto a pre-
printed form by spacing automatically from one field to
another,

GLOBRL SEARCH - The ability of a system to search for repeated
occurences of a character string.

GLOBAL SEARCH and REPLACE - The abllity of a system to search for
repeated occurrences of a character string and autcmatically
delete all occurrences or replace all occurrences with
another string.

HORIZONTAL SCROLLING - The ability of a display-based system to
move horizontally along a line of tuxt to access morea char-
acters than may be shown on the screen at one time.

INDEX = A 1list of documents contained on a unlit of storage media
(e.q., a disketta).

MERGE - A word Processing feature by which a system can assemble
new documents fron previously recorded texte. Most systems
can combine prerecorded text with keyboarded text.

MULTIPLE HEADERS and TRAILERS = The ability to place multiple
lines of text at the top and bottom of each page of a multi-
rage document.

ONLINE CENTRAL FACILITY - A word or data processingroperation
which is performed on a local system connected to and shar-
ing the facilities of a remote central processor.

PAGE ORIENTED SYSTEN - The lack of the ability to automatically
divide a multi-page document into rages of a specifiad
lengths FLach page must be controlled by the operator. This

system is used generally for documents of four (4) pages or
less,

PHRASE DICTIONARY - The ability to define abbreviated codes which
can be expanded into clear text: €,9e.; ODP expanded to Off-
ice of Data Processing.

PRINT FONT - A character set I1n a partlcular style and size of
type, including a1l alpha characters, numbers, punctuation
marks and special syYmbolse

PRINT QUEUE - A feature which allows for a number of documents to
be lined up for subsequent printout while the operator goes
on to perform other tasks.

PROPORTIONAL SPACING - Typed, printed, or displayed text where
each alphanumeric character is given a welghted amcunt of
Spacees For instance, an "I" might be two units wide, an "L"
four units wide and a "W" five units wide.

Attachment A A-6 Attachment A
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Word Processing Requirements Checklist

RECORDS MANAGEMENT - The abllity of a word processing system to
Create files of information which nay be manipulated,
selected, sorted, and reported from nassaged fields of data.

SHARED LOGIC - A multi-terminal system where each terminal shares

the word processing power, storage and peripherals of a cen-
tral computer.

SINGLE STATION - R word processor configuration usually made up
of a keyvyboard, or video display, mag card/tape reader or
.diskette, and a printer.

SKIP - The ability to locate text by a s=pecified page or charac-
ter string,

STANDALONE - A word processor such as a mag keyboard or video

display system which does not share the processing power of
& central computer.

USER PROMPTS - A reminder(s) usually implemented via display that
assists the word processing operator in performing a func-
tionn

VERTICAL SCROLLING - The ability to move vertically, one line at
a time, up and down through one or more pages of texte

VERTICAL SPACING = Tha abllity of a word processing system to

print or display in increments of spacing for functions such
a5 super and subscriptss

Attachment 2 A-7 Attachment A

Approved For Release 2002/01/08 : CIA-RDP85B00236R000200020004-7




& © o

® e @

€3

W

i

Approved Forigélease 2002/01/08 : CIA-RDP85B0023¢@000200020004-7
Pstinmated Annual Typing Workload

Name:

NEE/Divs

Ext: Date:

v — S 2 i 2ot o s e o n O e e > €T A B e et

Data Elements

Ta
2.

3.

——
e epeq

8.

9.

10.

11,

12

Locuments per year
Fages per document
Lines per page
Retypes per document

Lines changed rer page

T M e T e e

e A e R SV
_.—.._._———-._—...-._..-..—._..__—._..‘-._

Original pages per year
(1ine 1 x line 2)

Original lines per year
(line 6 x 1ine 3)

Raevised Pages per year
(line 6 x 1line 4)

Eevised 1lines per year
(line 8 x line 5)

Total lines per vear
((line 6 + 1line 8)
X line 3)

Original/Revised linesg
per vear
(line 7 + 1ine 9)

Repetitive lines per yes
(line 10 - 1line i1)

Attachment B
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(please specify category of typing task)

(a) | (u) (c) (d)
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| I
! |
! |
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!
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| ! |
SRS B ! ——
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“stimated Annual Typing Workload

Tnstructions

An Estimated Annual Typing Workload Form should be prepared
for each component being investigateds. Background data gathered
for each component (see Saction Y¢1) 1s recorded onto lines 1 - 5
and is used to compute the projected annual workload in lines 6 =
12+ The original/revised lines (line 11) and repetitive lines
(line 12) are the basis for determining the cost effectiveness of
a word processing solution per component.

Data relating to each major category is recorded as follows:
Line_1- Enter the number of finished documents produced per
Year. Ensure that those less frequently produced documents
are included.

Line 2- Enter the average number of pages per document.
Ling_3- Enter the average number of lines per page,

Lipe_4- Enter the average number of retypes per docunente.

Line 5~ Enter the average number of lines containing at
least one change per retype.

Line 6- Compute the number of finished pages PRr Yyear,
(line 1 times line 2) e

Line_ 7~ Compute the number of finishcd lines rer yeara.
(1lipe 6 times l1line 3)

Lipe 8- Compute the number of revised pages per veare.
(line 6 times line 4)

Lipe 8 -~ Compute the number of vrevised lines per yvears
(line 8 times line 5)

Lipe 18- Compute the total lines tyred per yeare
((line 6 plus line 8) times line 3)

Line 11~ Compute the total original/revised lines Fer year.
' (line 7 plus 1line 9)

Line. 12~ Compute the total repetitive lines per year.
(line 10 minus 1line 11)

Note: The sum of lines 11 and 12 (a - @) are used to determine

the cost effectiveness (see Pttachment D) of word processing
solution(s), .

Attachment B , B~2 Attachment B
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Daily Typing Log

Instructions

This data collection instrument is used to record the typing
workload in each major typing category. Data collection is usu-
ally conducted over a two week perlod supplemented by estimates
of those tasks not performed duriny the collection periocd. The
overall typing workload for the office 1s computed using the
recorded data and posted on the typing task workload data collec-
tion instrument as described in Attachment E.

1+ Napee. Enter your name, office, extension, and date for
contact puUrposes.

2 Tagsk_Nge BRecord an entry for each typing taske

3. Report_Category. Enter the category of the typing task
as instructed by your office representative,

4, Typed_Lines. Enter the total number of lines for each
taske

5. Repetitive/Reyised with Miner/Maier Change. Enter the
total number of lines (changed and unchanged) for each task which
is being typed for other than the first time.

Entar the type of revisionsg:

minor - if changes are made to words, punctuation, and/or sen-~
tences and are limited to one or two lines;

major - if changes are made ta paragraphs, sections, and/or
blocks of text and affect more than two lines or span to the
next page,

6s Timee Record the total typing and play-out time (in
minutes) for each task.

7. LEguipment Usede Specify the type of equipment; selec-
tric typewriter, self-correcting typewriter, Mag Card, Vydec,

- atce and its location.

Attachment C C=2 Attachment C
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Estimated Annual Tersonnel Machine/Cost

Name: 1 .
- P [ Lxt: H
DfFf/Div XE: e Late: ___ ... —

|
!
!
1+ Annual Typing Hours Reguired: rate hrs|rate hrs
As Orig/kev Lines:

be Repetitive Lines:

(lines / rate = hours)

2e¢ Personnel Reguired

(hours / 1,540 = persons)

((salary + 104%) x persons = cost)

4e Machine Cost (purchase price amort-
ized over 5 years.)

Specify type, # units, and cost:

|
|
!
|
|
|
|
|
|
I
|
|
|
|
3. Personnel Cost :
|
|
|
|
|
|
|
|
!
I
|
|
|
|

Se¢ Personnel and Machine Costs

6o Estlimeted Cost Savings

|
!
|
|
i
(line 4 + line 5) :
|
|
f
|
}

(current - proposed)

Attachment D D~1 Attachment D
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kstimated Annual Personnel ¥Yachine/Cost

Instructions

The Fstimated Annual Personriel and M¥achine Cost Form should
be completed for each component being investigated. Data derived
from the Estimated Annual Typing Workload Form (Attachment B) is
used to determine the cost eftectiveness of word processing
equipment for each components. An analysis of the current system
and each viable solution (Section 360) should be prepared for
Cost comparison purposes.

Lipe_1 - Annual typing hours required. The annual typing
hours 1s computed by: (1) dividing the number of origi-
nal/revised lines by the hourly productivity rate, (2)
dividing the number of repetitive lines by the hourly pro-
ductivity rate, and (2) adding the total original/revised
and repetitive hours. The following hourly productivity
rates represent an average workload with light to mediunm
revisions. These rates may vary depending of the type of
egqulpment used and the nature of the typing workload.

EIW  HMag Card  Videg Display
Original/Revised 1488 15 166
Kepetitive 236 327 621

Lipe_2 - Personnel required. The annual typindg’hours
required (line 1) is divided by 1,549 to determine the num=-
ber of full=time positions. Approximately 1,540 hours are
avallable for productive work per full-time positicne

Line .3 - Personnel cost. The average typist salary (plus 10
for overhead) 1is multiplied by the number of personnel
required (line 2).

Lipe 4 - Machine cost. The machine cost represents the
average purchase price per unlt amortized over a five (5)
year perilod. The following prices may be used for costing
purposes:

Purchase Amortized
CPT 87C0OT 5 22,700 $ 4,40C
Flectric Typewriters RO 16C
IBY Mag Cards 8,008 1,600
Lanier LTE-3 12,400 2,400
Lexitron VvT1303 24,000 4,800
NBI 37200 dual station 19,400 3,889
NBI 3900 single station 13,9C¢C 2,78C
Vydec 1400-15 18,060 3,600
Attachment D D=2 Attachment D
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L -’
-’
Fstimated Annual Personnel Kachine/Cost

The piece of equipment, amortized cost, and number of units
required should be included on the forms

Line 5 - Total personnel and machine coste Sum of lines 3
and 4,

Lipe 6 ~ Estimated cost savingse. Cost of current system
minus the cost of the proposed solutione

W

Attachment D

D~3 Attachment D
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computer input ;
A /xspwpatux formgt which might be used to record ardretrieve components' initial

deletion recommendations as well as the above '"final" PRB actions and other relevant
data (see attached “Manuscript Review Worksheet" and appended explanation) has been
developed by:CRD and is under study by RMD/ITB, The latter's prelimtnary assessment
indicates that the format could be applied through an on=line GIMS system in conjunc=
tion with the new Delta Data terminals now available, which have arbuilt-in word proces-
sing capability; this would substantially speed up the reconciliation and editing of
deletion recommendations while also permitting, when desired, direct input to the
system of the data to be recorded concerning each manuseript or other text reviewed,
The same format could also be used with a batch-mode WM system, but this application
would be considerably slower and less flexible without providing any significant cost

advantage,

Approved For Release 2002/01/08 : CIA-RDP85B00236R000200020004-7
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UNTFORM MANUSCRIPT REVIEW
PROCEDURES PROJECT

1 August 1980

s e i et - S

TATINTL
1. A manuscript review exercise in March and early April 1980 (the _case

requir ed extensive and time-consuming consultation among OGC, LDO/IMS, CRD(for the

DDA and the FRB to reconcile the widely varying deletion recommendations made by

the Agency components participating in the review pursuant to- The exercisBTATINTL
demonstratéd a need for much greater uniformity and consistency in the criteria and

standards applied to such reviews as well as in the presentation of review results

to the PRB,

2, Following resolution of this case, C/ISS asked CRD to come up with proposals for
achieving the above desiderata, We have been working on the matter ever since, to
the extent allowed by the pressure of other tasks and the accessibility of data on
STATINTLhow < bther components. perform their reviews. & current case which rather resembles
_nvolves the mapuscript submitted for review by _ The SERATINTL
is understood to have decided on 29 July what material this author will be asked to
delete, but the final outcome remains uncertain pending his reactions and those of his
ACLU attorney =~ the same one who represented [ Eroblems may well ensue ifQ'TATINTL

STATINT_is required to delete material essentially similar to what -was peXMATINTL

mitted to publish; similar considerations apply to other manuscripts submitted,

3. It seems worth noting that a Senate Select Committee investigation of the manus=-
cript review process is now underway, as announced by Mr, Hetu at his Weekly In-house
News Conference on 29 July., Among other matters, the Committee will apparently look into
allegations of Agency “discrimination® among suthors whereby some (especially former

high officials) have been allowed to publish material denied to lesser lights,

Approved For Release 2002/01/08 : CIA-RDP85B00236R000200020004-7
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Actions to Date

4, On 28 April, C/CRD issued a memorandum of instruection (copy attached) for internal
CRD use. Portions of this instruction may ultimately prove adaptable for application
by other Agency components conducting manuscript reviews, OQur aim is to produce & set
of comprehensible and unambiguous guidelines, acceptable to all such components, which
would specify not only the criteria and standards to be used in reviewing manuscripts
but also the manner i; which they are to be applied and the way in which review resultg
would be recorded and presented_for the PRB's consideration, In addition, suggestions

for permanent registration of each review's final outcome == for ready reference as

""precedent" in an accessible and convenient data base -« would also be made,
!

Jo On 29 July, a suggested computer format intended for adaptation both to each Yo
{o4imy component 's initial review recommendatfons and to the above "final® registra=-
tion was informally presented to RMD/ITB for a preliminary assessment of technical
feasibility, See attached "MANUSCRIPT REVIEW WORKSHEET™ and appended explanatory
material,

6o Concurrently, we have tried with some success (but not enough =- see below) to
obtain fromiﬁzszewing components like DO/IMS and CSS, as well as from the PRB itself,

a continuing inflow of data on those components' and the ERB's review standards, criteris.
and procedures: whereby review results are presented and recorded, Such "feedback" seems
essantial to the asslgnment of breparing useful and realistic proposals for improvement
of the review process, CRD regularly send copies of its own review recommendations to
DO/IMS (a majority of the items we have reviewed recently seem to involve DO equities)
and when appropriate to such other componcnts as NFAC, ete, Seldom or never, however,

does CRD receive @quivalent data from others, We have received nothing from rhe PRB for

some two months now,

Approved For Release 2002/01/08 : CIA-RDP85B00236R000200020004-7
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Present Needs

7. In order to make further progress toward preparation of the desired gulidelines and
procedures designed to lessen the burden of manuscript reviews on the components ine
volved as well as on the PRB while making it feasible to conduct these reviews more
rapidly, accurately and consistently than at present within the mandatory 30-day
time frame allotted for responses to authors, CRD now needs:

a, Access to PRB records concerning past an+urrent {e.g., the -case) review
including the final outcome (when known) of each; at a minimum, we would like to study

PRB's data on cases subsequent to the _exercise as well as the final results of

the latter,

be Data (including the system's "menu™) on the ADP system now used or scheduled for

use in the near future by the PRB to keep track of its manuscript review processing,

¢, PRB member components' cooperation in consultations and information-exchanges
(which need not be overly formal) at the working level ardup concerning the review

process within each component, as well as with 0GC (- et al,’ concerning

the "case law™ and other precedents affecting the process,

8¢ In view of the Senate Select Comnmittee's investigation cited above, it would probe

ably also be desirable for CRD at least to survey the material being made available to
the Committee through FRB and or OLC; it would scem essential/iziu:::xmxhamku pPropo=
sed guidelines and procedure:?zzi so framed as to ensure nondiscriminatory applicability
to all authors' manuscripts, among other things. We would also want them to be fully con

sistent with the Agency position vis=a-vis the Committee, of coursea

Approved For Release 2002/01/08 : CIA-RDP85B00236R000200020004-7
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SUGGESTED “MANUSCRIPT REVIEW WORKSHRET CQMEUTER INPUS FORM

A, This form would feed a M program to allow recording and retvieval of the reviews
coducted by various Agency components of manuscripts and other texts submitted for

review to the Agency Fublications Review Board (PRB) by present and former employ-
STATINEks in accordance with

B. Each component reviewing such a manuscript or other text would enter the results on
the form, using as many sheets as necessary to capture all the data to be recorded, as
per the accompanying instructions; the FRB itself would register the final results of
the various reviews by other componenta (which would, however, be kept separate 1n the
computer sc that they could be compared) after they are reconciled, and would also
register the ultimats ocutcome -- {,e,, a record would be kept of the entire proecess
concerning each manuscript as well as of the deletions from its original texts sccepted
by the author after any negotiations with the PRB and/or ensuing lawsuits, etc. which
might develop (in the latter case, “acceptances’ would be made by the courts, of course),

C. The following explanations/instructions are keyed to the "footnote" numbers on this
suq:keatcd form:

1. The “FRB # ig the numbar PRB ssaigns to each manuscript,
2. “¢ PAGES" means the total number of pages comprising the menuscript or other text,

3, “HRS" means the total number of hours spent of the review by the component cone
cerned,

4, The date 13 the date when the review is completed.

5. The ™SHEET #* (001, 002...) is tha nuwber of the particular workshBet used to
cover the manuscript or any portion of it; the number of sheets used will depend
on the number and location of the textual items recommended for deletion from
each manuscript, '

the

6. The “CMPOMENT CCDE™ would be a three-digit number specifying / particuler compo-
nent or (e,g., in the DO) jf subcomponent such as an Area Desk or other elemant
reviewing ths manuscript,

7. This 1s the six-digit dgency Bmployee Number of the individual reviewing officev,

8. “SHEET PAGES™ registers the gumbgr of the lest page covered by each worksheet(sex
footnote 3 above), and may or may not be the same as the last page number entersd

on the last line of the sheat (sse footnote 12 below), It may he a higher number,
but may not be a lower cne, ILLEGIB

ILLEGIB nane{s) or initial{s)
9, Enter heve the author‘'s name: Last name, middle/tmtxtxk and first nemes -*ﬂ

extant that the number of characters (30) in the field will permit, (Thus,
*Jonathan Wilberloree

rottiebottom™ wou enterad &s? TOM, JONATHA AN
WILBERP), The name must ba written exactly as it appears on the mms«:ri%c.
ILLEGIB do not "convert" a spelled-out middle nama into an initial, for instance, ILLEGI

10, Enter the title also gxactly as presentéd except that an initial “A™, &mx “An™ or
“The* wi g Pricea of Sturgeon in Lower Ubangietan*

ould appear
Y esvse into the 52 characte:

allotted to this fidld; those that are too long will simply be chopped off where
] 5 ()
the fﬁ)ﬁovmo? Peldase 2002/01/08 : CIA-RDP85B00236R000200020004-7
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(but not both),

Check either box{ If first is checked, manuscript or text 1s assesged as con=
taining no classified material, If second is checked, {t does contain such

material and one or more deletions must ba indicated below(see footnotes 12-15),

12, Enter page or pages on which manuscript's first item to be deleted appears, using
“TO* field only if item begins on one page and ends on & subscquent cne, Continue
with second, third (ete,) Pages containing such items up to & meximum of eight

13,

14,

13,

STATINTL

(because the sheet has space for no more), If additional deletions required, use

additional sequentially-numbered sheets, each of which will begin with the first
pubsequent page containing one or more deletdion itema, (NQIR: The “SHEET PAGES™
entry for esach sheet will show BERR'T® the last page of the manusceript which pre-
gedes the next subsequent page bearing material to be deleted, )

Enter lins on which deletdbn item begins in the "FRQM field, again using the WTO¢
field only 1f the item continues on & subsequent line or linea,

Enter the word (or words, if they fit within space provided) xmxwitkiu with which
the passage to ba deleted begins in the “FRQM" field, sntering the last word(s) of
Ex the passage in the “TO" field, 4 gingle word (or short phrase fitting within
the space available in the “FROM™ fieldgwill be entered only in that field, If
the entries in either field neither begin nor end a sentenca, they will be precede
end followed by three dmks dashes ( - - - ) in the corresponding flelda,

Enter an "X* or check-mark in tha appropriate box(es) opposite each deletion item,.
These boxea (A/B/C/D/E/F/G) correspond to the 7 categories of clagsifiable infor-
mwation gpecified in Section 1-301 of E.O, 12065, and will thus register the class-
ification justification basis for each deletion item, NOTE: When/if wore specific
Justification is required, the boxes can be used to specify the precise category
or categories proviq}d in Paragraph 9 of -hich mxxxx {8 an “expansion'
of the Executive Order cetagories, To use this method, write the appropriate
numbey of that category in the box under the corresponding letter =~ the “C' cates
gory, which will be the one most frequently used, has a total of 13 categories;
hence the double box allowing for two-digit-entries, If this more apecific justi-

fication procedure is not used, both boxes under "C' should be filled in { “X/x¢)
when this justification applies,
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STATINTL

STATINTL

a few (in blue, on third page of the '"prohlem statement"
just under the covering memo).

'MEMGRANDUM FOR: C/CRD

Agree with others' marginal comments and have added

Have a gut feeling:(or is it just a bellyache) that the
"gnomes'" are making this thing look a lot more complicated
than it really is; Our proposed [JJ(nov waiting only
for word from OGC and NFAC, last I heard from RCD) goes
part way toward meeting some of the problems, as noted in
the section on the DARE system, Here as elsewhere, half a
loaf (as long as not "“half-baked™ may well be better than
no bread -- unless management will spring for the large
amount of '"bread" necessary to remodel all the existing sys:
tems into a brand new one(per "Option 4" of the problem
stagement),

May I volunteer to help work on this (assuming CRD wik
will participate at all, &f course)
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